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Return to 1.1.3 Maintain Employee 
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View Employee personal information
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Direct Reports
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processing people
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Modify a Person
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employee 
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Update

Employee
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1.1.3.1.2 Address Change
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Updates address  in 
Self-Service

Address Change - 
ESS 

Update to the 
employee 
address

Modify a Person

Run query to identify Judges 
that do not live in the same 
Jurisdiction that they work. 
UID4075-Address Change 

Query

Return to 1.1.3 Maintain Employee 

Data

Run query to identify Judges 
that do not live in the same 
Jurisdiction that they work. 
UID4075-Address Change 
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1.1.3.7.1 ADA Accommodation Request - Employee
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online ADA 
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form (JHRD 201)

ADA 
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Request Form
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ADA 
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Request Form
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ADA 
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ADA 
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Request Form
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of what are his/her 
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Denied

Update form with ADA 
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completed and year
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monitor the status 
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ADA 
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Request Form
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ADA Officer 
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or Denied
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about ADA 
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Return to 1.1.3 Maintain Employee 

Data

Denied



1.1.1.1 New Budgeted Position Request
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required 
documentation

New Position 
Request Form

Approved
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Denied
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required 
documentation

New Position 
Request Form
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denied
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In this step the Budget 
Department will evaluate 
the budget and present 
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Return to 1.1.1 Plan Deployment
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1.1.1.2 Position Change Request
A

d
m

in
is

tr
a

ti
v

e
 

O
ff

ic
ia

l

M
a

n
a

g
e

r 
o

r 

S
u

p
e

rv
is

o
r

C
la

s
s

 a
n

d
 S

a
la

ry
 

A
n

a
ly

s
t

C
la

s
s

 a
n

d
 S

a
la

ry
 

M
a

n
a

g
e

r
B

u
d

g
e

t 
A

d
m

in

Completes Online 
Form and Attaches 

required 
documentation
Position Change 

Request Form

Temporary
Contractual

Denied
(Add Reason)

 Completes Online 
Form and Attaches 

required 
documentation
Position Change 

Request Form

Validate that 
required documents 

are attached to 
request

Position Change 
Request Form

Request 
Complete?

Review request and 
add Sal Plan/Grade 

and Job Code to 
request

Position Change 
Request Form

Request 
Complete?

Denied
(Add Reason)

Validate Request
Denied
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Memo for 
Reclassification 

Approval

Memo for 
Reclassification 

Approval

Approved

Approved

Return to 1.1.1 Plan Deployment

Manually update the 
position information 

based on the 
request

Position Data 

The system 
Updates the 
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record with 

position change  
Job Data 
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staffed in 
position?

Yes

End
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Regular 
Position?

Approved

Update the position 
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Funding Source

Validate Request
Denied
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Regular

Approved



1.1.2.1 Enter New Hire Information
E

m
p

lo
y

e
e

 S
e

rv
ic

e
s

 M
a

n
a

g
e

r 
/ 

A
n

a
ly

s
t

M
a

n
a

g
e

r
H

R
 L

ia
is

o
n

P
a

y
ro

ll
 A

d
m

in

Check to see if 

applicant exist 

previously in 

system

Search for People

Verify that the hire 

action selected is 

appropriate 

Manage Hires

Review list of 

individuals that 

need hiring 

processes to be 

completed

Manage Hires

Action

Review applicant’s 

hire detail 

information

Manage Hire 

Details

Review and/or update personal 

information

Manage Hires

Review/Edit applicant’s personal 

information

Manage Hires

Review/Edit applicant’s personal 

information – rehire

Manage Hires

Add new employment organizational 

instance for a Person

New Employment Instance

Hire Applicant

as New

Employee

Hire Person of Interest

 as Employee

Hire/Transfer

Existing

Employee

Rehire Former

Employee

Review/Edit work location, seniority 

dates, time and labor info, salary plan, 

and compensation info – existing

Manage Hires

1.1.2.2

Enable New 

Hire 

(Onboard)

Review/Edit work location, seniority 

dates, time and labor info, salary plan, 

and compensation info

Add Employment Instance

Review/Edit work location, seniority 

dates, time and labor info, salary plan, 

and compensation info – rehire

Manage Hires

Return to 1.1.2 Hire and Enable 

Resources

4.1.3

Evaluate and 

Select Candidates

Receive 

notification from 

Recruiting to 

perform Hire

Review/Edit work location, seniority 

dates, time and labor info, salary plan, 

and compensation info – existing

Manage Hires

Attach New Hire  

Checklist to 

employee record 

Manage Hires

Update Checklist 

items status 

Person Checklist

Upload employee’s 

supporting 

documentation 

Employee 

Attachments

Run the Refresh 

Dynamic Groups 

process to make 

employee 

available in TL

Dynamic Group

Assign Schedule 

to the employee 

Assign Work 

Schedule

Enroll the 

employee in Comp 

Plan id applicable 

Comp Plan 

Enrollment

HCM_Stream 4_Recruiting_v92.vsd#4.1.3 Evaluate and Select Applicants


1.1.3.2 Update Job Information
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Return to 1.1.3 Maintain Employee 

Data

Termination

Decide if need 

to?

Apply Job 

Changes by Mass

Identify/update job related information

Job Data

Current Job

Pay Rate Change

Apply Job Changes by 

Individual Employee

Define the type of mass 

job data updates to 

apply to employee 

records

Mass Update Setup

Type of action 

needed for 

direct reports?

Respond to 

employee 

lifecycle

1.1.1.2 

Reclassificati

on Request

1.1.3.2.1 

Termination 

Process

1.1.3.2.2 

Probationary 

Period 

Process

1.1.3.2.3 

Acting 

Capacity 

Request

Reclassification

Acting

Capacity

Probationary Period

Apply mass changes to 

employee records

Mass Update Run 

Control Page

Review the results of 

the mass employee job 

record change

Mass Update Result

Decide if need 

to...

3.2

Manage Time 

and Labor

1.1.3.2.6 

Contract 

Renewal

Contract Renewal

Schedule run of 

Transfered Employees 

Rpt

UID4071-Transfer 

Security Query

Review employees that 

will require a lifecycle 

transaction

HR Dashboard



1.1.3.2.2 Probationary Period Process
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The employee 
record is 
updated
Job Data

Approved

Manager is notified 
of the Probationary 
Period end date via 

Pagelet in MSS
Manager Dashboard

Satisfactory, 
Unsatisfactory, 
or Extension?

Approves 
Transaction?

Approves 
transaction?

Reviews information 
with Employee and 
accept transaction

Probationary Period 
Report

Completes 
Probationary Period 

Form 
Probationary Period 

Report

Extension / 
Unsatisfactory

Approved

Satisfactory

Denied
(Add Reason)

Monitors the 
Probationary Period 
end dates by using 

Pagelet
HR Dashboard

Follows up 
with Manager

If needed

Return to 1.1.3.2 Update Job 

Information

Employee Services 
manually will enter 
the extension in the 

system
Job Data



1.1.3.2.6 Contract Renewal Process
E

m
p

lo
y

e
e

M
a

n
a

g
e

r 
o

r 
S

u
p

e
rv

is
o

r
E

m
p

lo
y

e
e

 S
e

rv
ic

e
s

 

M
a

n
a

g
e

r 
/ 
A

n
a

ly
s

t

A
d

m
in

is
tr

a
ti

v
e

 

O
ff

ic
ia

l

Manager will 
monitor Contract 

Expirations for 
direct reports using 

Manager Dashboard

Yes

Employee’s Job 
Record is 
updated
Job Data

OES has the ability to 
track contract expiration 

date using the 
HR Dashboard

Renew Contract?

1.1.3.2.1
Termination 

Process
(Not Renewal)

No

OES has the ability 
to print employees 
contract with the 

accepted date

Manager receives 
notification of 

contract acceptance

Return to 1.1.3.2 Update Job 

Information

Runs, prints and sign 
the Contract Report 
UID4066-Contracts

Employee review 
and sign Contract

Employee received 
Contract Renewal 

for Acceptance
Contract Renewal 

Form

Admin Official will 
review and sign 

Contract

Completes online 
form and attach Sign 
Contract document
Contract Renewal 

Form



1.1.3.2.3 Acting Capacity Request
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Completes Online 
Form and Attaches 

required 
documentation
Acting Capacity 

Form

Approved

Create an Acting 
Capacity record 

for the 
Employee  

Acting Capacity 

Denied
(Add Reason)

 Completes Online 
Form and Attaches 

required 
documentation 
Acting Capacity 

Form

Validate that 
required documents 

are attached to 
request

Acting Capacity 
Form

Request is 
Complete?

Review request and 
validate that 

Employee meets 
qualifications

Request is 
Approved?

Denied
(Add Reason)

Validate Request
Denied

(Add Reason)

Email notification 
for Acting Capacity 

Approval

Email notification 
for Acting Capacity 

Approval

Approved

Approved

Employee validates 
and updates 

competencies and 
accomplishments
My Current Profile

Form has the 
Manager’s 

declaration for 
the  review of 

the Employee’s 
minimum 

Qualifications

Email notification 
for Acting Capacity 

Approval

Return to 1.1.3.2 Update Job 

Information



1.1.3.2.1 Termination Process
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The employee 

record is 

updated

Job Data

Completes 

Termination 

Request and 

attach supporting 

docs

Termination 

Request Form

Voluntary or 

Involuntary 

Termination?

Approves 

Transaction?

Approves 

transaction?

Communicates the 

Employee of the 

termination and update the 

form

Termination Request Form

Involuntary
 Termination

Approved

Voluntary Termination

Approved

- Contract Termination
- Death
- Retirement
- Resignation
- State Transfer
- Disability

- Job Abandonment

Denied
(Add Reasons)

Return to 1.1.3.2 Update Job 

Information

Schedule run of Terminated 

Employees Rpt

UID4072-Termination 

Security Query

Receives 

Terminated 

Employees Report

Receives 

Terminated 

Employees Report

Update the  

company property 

information for the 

employee

Company Property



1.1.3.6.3 Disciplinary Action Process
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Completes Online 
Disciplinary Action 

Form
Disciplinary Action 

Form

Approved

Denied
(Add Reason)

Completes Online 
Disciplinary Action 

Form
Disciplinary Action 

Form

Validate Disciplinary 
Action Form

Disciplinary Action 
Form

Request 
Approved?

Review Disciplinary 
Action request

Disciplinary Action 
Form

Request 
Approved?

Denied
(Add Reason)

Approved

Disciplinary 
Action info. Is 

recorded  
Record 

Disciplinary 
Actions 

Update Disciplinary 
Action with steps 

and final resolution
Record Disciplinary 

Actions 

Email notification 
with final resolution

Email notification 
with final resolution

Email notification 
with final resolution

Email notification 
with final resolution

1.1.3.2 
Update Job 
Information

Decide if need 
to?

Update the 
Employee 

Compensation
Pay Rate Change



1.1.4.4 Accident Report
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Collects all the 
forms and 

information related 
to the accident

Creates a Claim with 
IWIF

Assigns Claim 
Number

Creates an Accident 
Report in PS with  

IWIF Claim Number 
and attachments 
Accident Report 

Form

Receives the 
Accident Report and 

validates for 
duplicates

Accident Report 
Form

Approve 
transaction?

New accident is 
created in the 

system 
Incident Detail

Deny transaction 
Reason?

Missing information

Notification that the 
accident has been 

reported by another 
Manager

DuplicateDenied

1.1.4.3 
Obtain 

Incident 
Information

Validate if the 
additional docs have 
more details about 

accident and 
employees involved

Approved

Return to 1.1.4 Manage Health and 

Safety

Approve for 
Accident Pay?

1.1.4.3 
Obtain 

Incident 
Information

3.1.5.3.1 
Accident Pay

Yes
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